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Clerk of the Circuit Court 
 
The Clerk of Circuit Court is the custodian of all permanent records for the citizens of 
York County and the City of Poquoson. The following divisions accomplish these tasks: 
• Records Management Division - Assigns document numbers for land records, 

judgments, financing statements; collects fees and taxes; creates indexes and scans 
all documents for permanent record; makes copies of permanent records requested 
by public; issues marriage licenses; files all documents. 

• Probate Division - Files wills; collects probate tax and clerk’s fee; issues certificates 
of qualification for executors, administrators, and conservators authorizing them to 
manage estates. 

• Civil Division - Files civil cases (lawsuits, divorces, adoptions, name change 
petitions, etc.); prepares papers for service; issues subpoenas and concealed 
handgun permits; processes court orders; dockets judgments; submits monthly 
reports to the Bureau of Vital Statistics. 

• Criminal Division - Prepares docket and files for felonies and misdemeanor 
appeals; assists judge in courtroom for criminal cases; prepares criminal orders; 
processes criminal orders to appropriate agencies; enters fines and costs data into 
financial system; submits monthly statistical reports to Supreme Court of Virginia; 
prepares master jury list for each term of court, maintains grand jury list and 
prepares grand jury orders. 

• Financial Management Division - Orders supplies; generates payments or 
payment requests for supplies, court appointed attorneys, juries, witnesses, court 
reporters, psychologists; balances financial accounts and reconciles bank accounts; 
collects fines and costs; deposits and disburses trust funds or escrowed funds as 
directed by court. 

 
Commonwealth’s Attorney’s Office 

 
The Commonwealth’s Attorney’s Office is responsible for prosecuting all felonies, 
misdemeanor appeals and certain misdemeanors and criminal forfeiture cases 
originating in York County and the City of Poquoson.  The Commonwealth’s Attorney 
also advises law enforcement personnel regarding criminal law and procedure; renders 
advisory opinions to local officials regarding conflicts of interest, and responds to 
citizen’s inquiries regarding State law, local ordinances and the criminal justice system; 
and supervises two separately funded programs:  
• Victim-Witness Assistance Program - assists crime victims and prosecution 

witnesses to understand and participate fully with the criminal justice system and 
with collection of compensation for financial losses which result from criminal 
offenses; and   

• Violence Against Women Program - primarily responsible for the prosecution of 
domestic violence, rape and other sexual assault, and stalking offenses committed 
against adult women. 


